Dispatch Purchase Orders by Batch
Quick Tip: Dispatch Purchase Order by Batch

Currently users dispatch Purchase Orders one at atime. This can take
from 3-5 minutes per Purchase Order. If a User dispatches 50 in a given
day they would spend between 2.5 — 4 hours a day on dispatching
Purchase Orders alone.

PeopleSoft offers users the ability to dispatch Purchase Orders in Batches.
In the time it takes a user to dispatch one Purchase Order they could
dispatch 50, saving between 2-3.5 hours a day.

Navigation:

Purchasing>Purchase Orders>Reconcile Pos>Reconciliation
Workbench

Reconciliation WorkBench
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value {_Add a Mew Value |

Business Unit: |= *I |58EIEIEI )
WorkBench ID: | hiedins with j |

Description: |hegin5 wirith j|

[ case Sensitive

{ Search b Clear |ElasicSearch E save Search Criteria
_——

Find an Existing Value | Add 3 Mew Value

Input the Workbench ID and click the _Seach_|btton.
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Filter Options

Business Unit: 58000 WorkBench ID: DISATCHPO
Description: DISPATCH PURCHASE ORDERS

Enter search criteria and click on Search. Leave hlank for all values.
search Criteria

Purchase Order: I— Q To: I— Q
PO Date: I— El To: I— el
ActvityDate: | B Te: !
Due Date: I— El To: I— el
Request BLU: I— Q Requisition ID: I— Q
Venior ID: I— Q

Item ID: | Q
Buyer: Q ':D
Contract Setin: | Q
Conmtract ID:; | Q
Felease Number: I Q
GPO ID: | Q
GPO Contract: |
™ open ™ Approved " pispatched ™ cancelled
" Required ™ Not Required
" Not Received " Partially Received " Fully Received
" Required ™ Not Required
" None " Partial Match " Fully Matched

l_,(}uenEngnm,\-qn-_:es i PR I L S e

Input your Buyer ID and click the Approved Radio box located in
the Status section.
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[~ open

[ Required
" Not Received

™ Required

[ Mot Required
" partially Received

™ Not Required

¥ Approved (| Dispat%e(l ™ cancelled

" Fully Received

" None " Partial Match

" Fully Matched

O Open Encumbrances

L YL P TR VAR

1 Search ié]etumtu Reconciliation YWorkBench

[=] Motify |

Chartfields
GL Unit Account Dept Bud Ref CFDAZ Program Project
| Q| af af Q| Q| afl af Q| Q|

P WOVl Y

Click the _5#h_| hutton.

Reconciliation WorkBench
8000
|DISPATCH FURCHASE ORDERS

Business Unit: WorkBench ID: DISATCHPO

‘Description:

Select POs for Further Processing

Go To: Setfilter options Process Reguest Options Process Monitar

Save |
[=] matify |

Wiew Processing Results

List of Purchase Orders
Detail Cither
Purchase Order Doc  EO old PO Date Last Activity Vendor ID Buyer Match
= Status Status — I Action Order
Mancy
¥ 5808000532 j Approved M 0262652004 0B/2772005 0000069356 Boydston (580) Standard
¥ 5209000766 j Approved M 0450852004 080452006 00onos9443 Theresa Howell Standard 1
[¥ 5208001270 E| Approved M 06r26/2004  11/18/2005 0000069633 Keith Hicks Standard 1
¥ 5808001352 j Approved M Q7ioyrao04 111182005 00o00066S449 Keith Hicks Standard 4
W 5208002020 E Approved N 11M8/2004 11/29/2005 0000056253 Gwen Martin Standard 1
¥ 5808002589 5] Approved M 0411972005 122772005 00000714553 Cathye Vester Standard 1
[V 5808002747 j Approved M 058520058 1141372005 0000068366 Marti Anderson Standard 3
¥ 5808002942 ]  Approved N 063002005 07/31/2006 0000041355 %agrg)mw'a”d Standard 2
¥ 5808003233 j Approved M 0823520058 0O7/05/2006 0000077976 Keith Hicks Standard 1
[¥ 5209003321 E] Approved M 09/02/2005 02M15/2006 0000068165 Marti Anderson Standard 1
¥ gelectan T cleara
Action: Approve I Unapprovel Cancel Cloze Dispatch FPreview

Change Blanket

PO

Lines

[

ml wl wl

Click the

link to review all eligible Purchase Orders.
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e You can deselect a Purchase Order from being dispatched by
clicking the Radio Box ¥ located to the left of the Purchase Order
number.

Click the __%ther 1\ tap.

Reconciliation WorkBench

Business Unit: 58000 WorkBench ID: DISATCHFO

‘Description: IDISPATCH FURCHASE ORDERS

Select POs for Further Processing

List of Purchase Orders Customize | Find | ¥i 0 | Download

Detal  f  Other
Status y

[V 5209000532 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5209000766 j Approved M Mot Recvd Maone Walid Walid Walid @ i
¥ a808001270 j Approved B Mot Recwd Maone Walid Walid Walid @ &
[V 5208001352 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5208002020 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5208002529 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5209002747 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5208002942 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5208003233 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5209003321 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5209003393 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5209003473 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5208003510 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 52098003517 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5208003330 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5208004208 j Approved M Mot Recvd Maone Walid Walid Walid @ i
¥ A200004379 j Approved B Mot Recvd Mone Walid Walid Walid @ &
[V 5208004520 j Approved M Mot Recvd Maone Walid Walid Walid @ i
[V 5209004629 j Approved M Mot Recvd Maone Walid Walid Walid @ i
W ¥00287145 j Approved M Mot Recvd Maone Walid Walid Walid @ i
¥ gelectan L clearan

Action: Apprave | Unapprovel Cancel | Close | Dispatch | Freview |

e The Budget Status must equal Valid or you need to deselect the
Purchase Order.
g

e You can go to the Maintain Purchase Order by clicking the icon

located to the far right of the Purchase Order number

When you are ready to dispatch the Purchase Order click the !’igpat“h
button at the bottom of the page.
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Reconciliation WorkBench
Processing Resuits
Business Unit: 58000 WorkBench ID: DISATCHPO

‘Description: |DIBF'ATCH PURCHASE ORDERS

Select POs for Further Processing

Find | Wiew All | Download 1-9 of 20
PO ID Log PO IO Line Sched Distrib Line
r 1] 5809000532

5809000766

Not Qualified iy 2/ | B

5308001270
5809001352
5808002020
5808002589
5309002747
5308002942
5809003233

[ [0 00 00 O [ (o] o] ]

¥ gelectal  Llclear sl

Procee fes Mo

[=] Matify |

Feturn to Reconciliation WorkBench

This will take you to the Processing Results page. There are two sections:

e Not Qualified
0 You can identify the reason the Purchase Order is not qualified
to be dispatched by clicking the E2 icon located to the right of
the Purchase Order not qualified.

e Qualified
o Identifies the Purchase Orders that are qualified to be
dispatched.

o Click the [=I button to the right of the Purchase Order if you do
not want to dispatch it.

o0 Besureto click the k& link to review all Purchase Orders
Qualified to be dispatched.

When ready click the il button to continue with dispatching the
Purchase Order.
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Continue to Dispatch POs. (10224,41)

Yes | [’ |

Click the il button to continue, click the MNa |to return back to
the previous page without dispatching the Purchase Orders.

Reconciliation WorkBench
A8000 WorkBench ID: DISATCHFPOD
|DISPATCH FURCHASE ORDERS

Business Unit:

‘Description:

Select POs for Further Processing
List of Purchase Orders

Detail Cither
Doc PO . Match .
Purchase Order Status Status old PO Date Last Activity Vendor ID Buyer Action Lines

Mancy =

I 5308000532 ] Approved N O2/26/2004 0B/27/2005 0000089355 pAt  sag Standard =
I 5308000766 ]  Approved N O4/08/2004 080472006 0000058443 Theresa Howell Standard =
¥ 5208001270 ] Approved N OR2E2004 1141872008 00000REG33  Keith Hicks  Standard =
¥ 5208001352 ] Approved N OFAOTAZ004 1141872005 O00D0GES4S  Keith Hicks  Standard =
5308002020 ] Approved N 117182004 11/28/2005 0000056253  Gwen Marin  Standard =
¥ 5208002589 ] Approved N 0401902006 127272005 0000071663 Cathye Vester  Standard =
I 5308002747 ] Approved N OSA2005 114132005 00000GE366  Marti Anderson Standard =
5309002942 [ Approved N OB/30f2005 07/31/2008 0000041355 gagrg)mw'a”d Standard =
[ 5308003233 [  Approved N DB/232005 07/05/2006 0000077976  Keith Hicks  Standard =
5208003321 ] Approved N DWO22005 02415/2006 00000GE165  Marti Anderson Standard =
¥ 5208003398 ] Approved N O@ZOVZ006  DRS2E2006 0000072246 Marti Anderson Standard =
¥ 5809003473 [ Approved N 106032005 0272872006 0000076796 éaarg)' MoMs  oyandard B
M 5208003510 ] Approved N 100132006 0&/25/2006 00000GE366  Marti Anderson Standard =
5308003517 [ Approved N 1001472005 OB/27/2006 00000RS366  Marti Anderson Standard =
I 5808003930 ] Approved N 02032006 024152006 00000GE165  Marti Anderson Standard =
W 5208004208 ] Approved N 0471172006 0401272006 0000016942 Gwen Marin  Standard =
I 5308004379 ] Approved N OS232006 057242006 0000072645  Marti Anderson Standard =
I 5808004580 ) Approved N ORZOZ006  DE/28/2006 0000073373 Keith Hicks  Standard =
¥ 5208004689 ] Approved N 072102006 072572006 00000GE165  Marti Anderson Standard =
Theresa =

¥ YO0E715 B approved N 072001 1202702005 0000075261 IS oo, Standard =

# ceiectan T Clear Al
Action: ARprove | Unapprovel Cancel Close Dispatch Preview
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Print Purchase Orders Dispatched

Navigation:

People Tools>Process Schedule>Process Monitor

[ Process List {_SererList |

User ID: IFMWELL Q1 Type: | jLas‘t: W IDa\,rs vl Refresh |
Server: I 'I Name: I Q Insmnce:l to |

Run | vl Distribution | | ¥ Save On Refresh

Status: Status
Process List Customize | Find | v 3 First 1] 1-4 of 4 [ Last
Select Instance Seq. Process Type fﬁ User Run DateTime Run Status w Details
[~ 3728821  PSlob RMAXWELL 12/04/2006 10:47 30AM CST Success  Posted  Details
[~ 378818 PsSJob PODISP  RMAXWELL 120472006 10:16:1 7AM CST Success  Posted  Details
[ 378815  PSdob PODISP  RMAMWELL 120412008 10:13:534M ST Success  Posted  Details
I~ 378281 Crystal OCPO0278 RMAMWELL 11/20/2008 217:15PM CST Success  Posted  Details

Bl save | [=] Motity |

Process List| Server List

Click on the ECDISP |ink.
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Process Detail
Process Name: FODISP

Main Job Instance: 3728321

I_TE 3728821 - PODISE Success
= rﬂ_‘_?EEEEE - POPOO0S SUccess )
= ATZE823- PO PO EMAIL Success

Return |

Click on the middle link.
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Process Detail

Instance: arzgaaz Type: SR Process
Name: POPCO0A Description: Single PO DispatchiPrint
Run Status: Success Distrilntion Status: Posted

Fun Control ID: RAXWELL
Location: Semver
Server:

Recurrence:

Request Created On: 12/04/2006 10:47:33AM C5T
Run Anytime After:  12/04/2006 10:47:30AM CST
Began Process At:  12/04/2006 10:47:51AM CST
Ended Process At:  12/04/2006 10:48:28AM CST

(0] | Cancel |

" Hold Request

" Queue Request

" Cancel Request
" Delete Request

" Restart Request

Parameters Transfer
Messane Log

Batch Timings

Wiew Log/Trace

Click on the “ewloaTrace i1
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View Log/Trace

Report ID: 1848868 Process Instance: 3723327 hMessane Log
Name: POPCOOA Process Type: SOR Process
Run Status: Success

Sinale PO DispatchiPrint

Distrilmtion Node; FSSTGLU Expiration Date: |1 2 arz2006
File List
Hame File Size (wtes) Datetime Created
Message Log 1,633 12042006 10:48:28.000000AM CET
popodis BTEBBEE.F’DF) Ta, 7oy 12/04/2006 10:48:25.000000AM CET
Freee—tie 400,544 12/04/2006 10:48:28.000000AM CET
Distribute To
Distribwtion ID Type ‘Distribution 1D
lser R MAWELL

Return |

Click on the PDF link. This link will show all the purchase orders that have
been selected to dispatch.

Purchase Order
Dispatch via Print

Purchase Order Date Revision Page
5809000532 02/26,/2004 1
= Payment Terms Freight Terms Ship Via
De'J)artment of Central Services 0 Davs COMMON
DEFARTMENT OF CENTRAL SERVICES Buyer Phone Currency
CENTRAL PURCHASING DIVISION Nancy Boydston (520) 405/522-0046 USD
2401 N LINCOLN, WILL ROGERS BLDG,STE 116 Ship To: 58020
OKLAHOMA CITY OK 73105 DEPARTMENT OF CENTRAL SERVICES

CONSTRUCTION AND PROPERTIES DIVISION
2401 N LINCOLN, WILL ROGERS BLDG, STE 106
Vendor: 0000069356 OKLAHOMA CITY OK 73105
ACCREDITATION COUNCIL FOR GRADUATE MEDIC
515 N STATE ST
CHICAGO IL 60610 Bill To: DEPARTMENT OF CENTRAL SERVICES
ACCOUNTING DIVISION
PO BOX 53488
OKLAHOMA CITY OK 731123488

Tax Exempt? Y Tax Exempt ID: 736017987
Line-Sch Item Id Description Quantity UOM PO Price  Extended Amt Due Date

Total PO Amount

COMMENTS

10



